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DEPARTMENT OF ADMINISTRATION CIRCULAR NO.: 2017-018
TO: All Non-Autonomous / Autonomous Departments & Agency Heads
FROM: Director, Department of Administration

SUBJECT:  Drug Free-Workplace Program
Ref: Statistical Reports

Buenas yan Hafa Adai! This is a follow-up circular to department/agency regarding the
Department of Administration (DOA) Circular No. 16-037, dated July 26, 2016, requesting the
department/agency to submit a report at the end of the last date of each quarter relating to drug
testing activities conducted by each agency to be included into the annual report to the
Governor.

Please find the attached DOA Circular No. 16-037 and the Management Information System
(MIS) Data form in preparing the statistical report.

Thank you for your cooperation and support in assisting our department in compiling the needed

information. Should you have any questions, please contact our office Human Resources
Division, Drug Free Workplace Program at 475-1225/1123.

/74

CHRISTINE W. BALETO

Attachment(s)



DRUG TESING
MANAGEMENT INFORMATION SYSTEM (MIS)
DATA COLLECTION FORM

This Management Information System (MIS) form is to be completed on the last day of each quarter in accordance with the Drug-Free Workplace
operating procedures as part of the annual report to the Governor.

PART A: DEPARTMENT OF ADMINISTRATION (7o be completed by the DHWE Coordinutor £ EAP Administiaior)

Department/Agency Name:

Department/Agency Mailing Address:

Designated Representative Name:

Position Title: Telephone:

Designated Representative Signature:

Designated Representative Email:

Appoeinting Authority Name:

Appointing Authority Signature:

Coverage Start Date: Coverage End Date:
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Pre-Employment

Random

Reasonable Suspicion

Post-Accident

Follow-Up
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PART : DEPARTMENT OF ADMINISTRATION (7o be completed Dy the DIWP Coordinator £ EAP Administrarar)
DFWP - EAP STAMP RECEIVED:

Signature of DOA DFWP Coordinator / EAP Administrator
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JUL 2 62016

DEPARTMENT OF ADMINISTRATION CIRCULAR NO.: 16-037
TO: Ali Non-Autonomous / Autonomous Departments & Agency Heads
FROM: Director, Department of Administration

SUBJECT:  Drug-Free Workplace Program
REF: Statistical Reports

Buenas yan Hafa Adai! |n accordance with the Drug Free Workplace Program, Section 30d,
each department/agency head shall submit to the Department of Administration, Human
Resources Division an annual report relating to drug-testing activities conducted by each

agency. The Drug Free Workplace Coordinator (DFWPC) at the department or agency will
collect and compile anonymous statistical data for reporting the number of:

1. Random tests, reasonable suspicion tests, accident or unsafe practice tests,
follow-up, voluntary or applicant tests administered;

2. Verified positive test results, by type of test and drug;
3. Voluntary drug counseling referrals;
4. Involuntary drug counseling referrals;

5. Disciplinary actions, terminations, employee-applicant non-selection, or denials
of employment offers from a verified positive drug test resuit;

6. Disciplinary actions, terminations, or denials of employment offer resulting from
refusal to submit to testing.

7. Disciplinary actions, terminations or denial of employment offers resulting from
alteration of specimens;

8. Disciplinary actions, terminations or denial of employment offers resulting from
failure to complete a drug abuse counseling program; and

8. Employees who successfully complete rehabilitation under the Employee
Assistance Program (EAP).



Page 2 - Drug-Free Workplace Program
REF: Statistical Reports

This data, along with other pertinent information will be compiled and submitted to the Drug
Program Specialist (DPS) on the last day of each quarter; for inclusion in the Department of
Administration’s annual report to the Governor. The Governor may use the data to assist in
overall program evaluation, determine whether changes to the program are required, and
request for additional funding as necessary.

In addition, the drug test scheduling and drug test results are highly confidential. Therefore, we
are requesting the departments/agencies to provide our office with an updated designated
employer representatives and employee assistance counselors to serve as the
department/agency contact for all drug test scheduling, receipt of results, and other
- communications regarding the Drug Free Workplace Program. Please complete the information
on the attached sheet and submit to Department of Administration, Human Resources Division.
If no one is officially designated, all requests for drug test information will be accepted and
released to the department head.

Thank you for your cooperation and support. Should you have any questions, please do not
hesitate to contact the Drug Free Workplace Branch at 475-1225.

CHRISTINE W. BALETO

Attachment
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